
Job Announcement (AID-013-13) 

Project Development and Evaluation Specialist

OPEN TO:  All Interested Candidates

POSITION: Project Development and Evaluation Specialist

OPENING DATE: November 29, 2013

CLOSING DATE: January 3, 2014

WORK HOURS: Full-time; 40 hours/week

SALARY RANGE: ZMK 190,472.39 – ZMK 288,537.22 p.a. 
Position Grade: FSN-10

USAID/Zambia has an immediate opening for a Project Development and Evaluation Specialist in the 
Program Office. 

MAJOR DUTIES AND RESPONSIBILITIES:

The Project Development and Evaluation Specialist:

• Provides expert advice and guidance to all technical offices on activity design, policy and program 
issues.  

• Ensures that documents produced by the technical offices meet basic Mission/Agency requirements 
for project design and reporting.  

• Drafts appropriate content into Agency-mandated reporting templates. 
• Supports USAID/Zambia technical teams.  
• Serves as the USAID/Zambia Mission gender advisor, providing updated USAID guidance to 

technical teams to ensure the integration of gender considerations into USAID programming and 
activity designs.  

• Represents the Program Office on the interagency (internal U.S.) Gender Sector Advisory Group 
(GSAG) and relays USAID policy and technical guidance to the GSAG so that it can be considered 
in programmatic discussions with government ministries such as the Ministry of Gender and Child 
Development (MGCD) and Ministry of Community Development and Mother and Child Health 
(MCDMCH).  

• Promotes awareness of USAID’s gender policy and advocates for action on and integration of 
gender issues in project and activity design and implementation. 

• Shares best practices in gender integration with Mission staff.  
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• Serves as Contracting Officer’s Representative (COR) for gender-related activities such as 
assessments and evaluations. 

• Assists the technical offices in identifying potential programmatic areas and/or activities for 
evaluation (including impact and performance evaluations), in coordination with/under the direction 
of the Mission Monitoring and Evaluation Specialist.  

• Supports the technical teams in conducting Data Quality Assessments.  
• Supports technical teams on the establishment of baseline data for results reporting and evaluations 

and the preparation of performance monitoring and evaluation plans.  
• Provides clear comments on technical office drafted statements of work for evaluations.  
• Leads the drafting of statements of work for evaluations when necessary.  
• Assists the technical offices in preparing relevant documentation for portfolio reviews, in 

accordance with Agency policy and reporting requirements, and in collaboration with the 
USAID/Zambia Controller’s Office when necessary. 

• Provides logistical support for portfolio reviews, Project Appraisal Document (PAD) and/or PAD 
amendment reviews and other required portfolio/activity review/issue discussion fora. 

• Performs other duties as assigned or required. 

Required Qualifications:

A. Education:  Bachelor’s degree in international development, business administration, public 
administration, economics or related field is required.

B. Prior Work Experience:  Seven years of experience working in international development for 
donor  organizations,  non-governmental  organizations  and/or  private  sector  institutions  required. 
Experience working with USG-funded or other cooperating partner agencies is preferred.

C. Post Entry Training:  None

D. Knowledge:  Must have sound knowledge of general development principles and approaches. 
Knowledge of the Zambian development environment is required.  An in-depth understanding of 
program and project design, implementation, financial management, and monitoring and evaluation, 
in the international assistance arena is required.  Knowledge of gender principles and integration of 
gender into development programs.

E. Language Proficiency (level and specialization):  Level IV English ability (fluent) is required. 

F. Skills and Abilities:  The position requires a high level of initiative.  Other required abilities 
include good judgment, strong communication skills, and excellent interpersonal skills; ability to 
interpret Agency policy and guidance and follow procedures accurately; ability to work 
independently on multiple tasks and meet deadlines; proven ability to work collaboratively in a team 
environment, and to proactively build consensus; and, the ability to mentor and train others.  Ability 
to work, collaborate with, learn from, and guide USAID/Zambian staff in the design and 
implementation of activities is required.  Computer skills – Microsoft Office Suite applications, 
including Word, Excel, and PowerPoint and the ability to generate and maintain spreadsheets and 
budget tables.  Excellent written and oral English language and communication skills.
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Position Elements

A. Supervision received:  The incumbent will work under the direct supervision of the Mission 
Project Development Officer or designee.  Due to the integrated nature of the Program Office and 
the responsibilities of this position, the incumbent will receive tasks and guidance from the Mission 
Project Development Officer, the Program Office Director, the Deputy Program Office Director and 
the Senior Monitoring and Evaluation Specialist.

B. Available guidelines:  Automated Directive System (ADS), Mission guidance documents and 
circular instructions from AID/W.

C. Exercise of judgment:  Incumbent has considerable latitude in carrying out work and will 
exercise seasoned judgment in carrying out his/her duties.  Incumbent will interact and operate 
effectively at a high level with USG, host government, and other donor officials.  Will manage 
multiple interrelated tasks and be able to work independently with minimum supervision. 
Incumbent must be a self-starter and exercise initiative. 

D. Authority to make commitments:  None

E. Nature, level and purpose of contacts:  High level policy and technical contacts. 
Communicates directly with AOTRs/COTRs, technical and support office leads, and implementing 
partners.  Will maintain senior-level contacts within the Ministry of Finance, U.S. Embassy, and 
other donor organizations.

F. Supervision Exercised:  None

G. Time Required to perform full range of duties after entry into position:  One Year.

H. Terms of Employment:  This is a Foreign Service National (FSN) position based in Lusaka. 
Employee will be compensated in accordance with the Local Compensation Plan (LCP).

I. Benefits:   This  position  has  been classified  at  the  FSN–10 level.   The  actual  salary of  the 
successful candidate will be negotiated within that range depending on qualifications and previous 
earning history.

APPLYING:

Qualified candidates should send a formal letter of application, a current CV, photocopies of 
professional certificates and degrees, a fully complete application form DS-174 (available online at 
http://www.state.gov/documents/organization/136408.pdf) and the contact information for three 
professional references.  Please reference the above announced number.

Complete position description listing all duties and responsibilities is available on USAID/Zambia 
website: http://www.usaid.gov/zambia/careers.    

SUBMIT APPLICATION TO: EXOZambiaHR@usaid.gov
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E-mailed applications required.

The email subject heading must read: “Application: Project Development and Evaluation 
Specialist, AID-013-13”

Only short listed candidates will be contacted.
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